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Accounting / Billing 
Choosing a calculator 
Electronic and 
programmable calculators, 
specification charts 


Communications 
How to write good memos 
Dictation is an art 
The lasers are here 
Cost of letter near $15 
Dictating equipment, typewriter spec 


Don’t overlook video tape ; 
Telephone sequencing system is offered ... Sept 
Look before you leap into AV programs .. Oct. 
Video is the new hero of AV vehicles 

Watch for less bulk, better quality 
Telecommunications products slide the fu- 

ture into the present 

Communicating word processors 

create mounds of paper 

CICA faces challenge 

Fax can slash costs: why hasn’t it arrived? Nov. 
Telecommunications managers face im- 
mense change 

Vista trials start in "80s 

$14 billion jump ahead 

CRTC asks users to speak up 

Infotex hailed as integrated communica- 

tions network 

Film tells whole story 

Most reports too wordy 


Copy-Duplicating 
Copier war declared Jan./Feb. 
Specification charts: copiers, duplicators . Mar. 
Nurse puts photocopier to use 
Our old photocopier was blind to the color 


Public demands top quality copying 
On selecting a copier 
Control steps to take 


Data Processing 
Microcomputer: low-cost learning device . Mar. 
Doctor instals microcomputer 
BUYING @ COMNMRIET? ..... 2. cccscccosccces May 
Mini-micro revolution 
Small computer systems: spec. charts 
Payroll’s a cinch 
The Mint automates 
DP manager takes on COM 


DECEMBER, 1979 


Promises drastic price cuts 
Control must be tight 
Small business computers 


Environment 
Efficiency is restored 
Automatic office—by design or default? .. Jan./Feb. 
Highrise fever 
The next challenge 
How offices work 
Privacy is important 
Furniture revolution 
Security problems mount 
Furniture lines enlarged 
Noise level cut 
Indoor pollution threatens 


Union Gas is all smiles 

It increases profits 

Filing is money, of course 
Files grow, space doesn’t 
$175 million to be saved 
They chopped 100,000 files 


Jan./Feb. 


July /Aug. 


In-Plant Printing 
Computerization is here 
Automation accelerates 
In-plant products 
Offset duplicating and phototypesetting 
equipment, specification charts 
Try these cost-cutters 
Typesetting costs halved 
Outside typesetter shines 


Mailroom / Addressing 
Post Office goes metric 
Mailroom equipment, spec. charts 


Management 
25 years of memories 
Average salary is $20,164 
eR EET ero vesssvcceyecesiwcdbine Mar. 
Degree opens doors 
Skills badly needed now 
Skill tests cut guesswork 
Time management advice 
Bureaucrats open doors 


July /Aug. 
Management ineffective Sept. 

The office: necessary evil? ..............065 Sept. 
Change your lifestyle 

The killer within 

Executives to blame 
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Micrographics 
Microfilm cameras and reader/printers, 
Spec. charts 


Word Processing 
1979 WP Specifications Charts 
Saves $1.20 per page 
WP titles explained 
Special report on Word Processing 
Basics of measurement 


The orange wall went; 


coffee hour resumed 


lan W. Outerbridge, Q.C. (Toronto) speaking on J/mple- 
menting Change in the Firm, at recent International Con- 
ference on Law Office Management: 

“I’ve never had much success with participatory prob- 
lem resolution. That is, if you’ve structured something so 
as to provide a stimulus, you can be absolutely certain it 
will be eliminated by participatory democracy. 

“An example: I once resolved a very difficult problem 
of excessively long coffee breaks by painting one wall of 
the coffee room a fluorescent orange color, because psy- 
chologists have definitely established this is the most irri- 
tating color to human perception. 

“Since it promoted hyperactivity among rats, guinea 
pigs and humans, I reasoned my staff would become so 
stimulated by that wall that they’d be unable to remain in 
the room for any significantly long period of time. 

“T was 100% right. It was virtually impossible for any- 
one—including myself, to remain in that room for more 
than 10 minutes. Even with their backs to the wall! 

“Well, we moved to a new location. One of my part- 
ners conceived the idea of introducing participatory de- 
mocracy. And you know what happened? The girls imme- 
diately decided they weren’t going to have a coffee room 
with that horrible orange color in it. We went straight 
back to square one. 

“So I contend that participatory democracy works to 
the extent that people will adapt themselves to their envi- 
ronment, and will do everything in their power to make 
that environment more comfortable. A totally non-stimu- 
lating environment and ultimate mediocrity is the only 
objective either served or achieved in the early stages of 
decision-making.” 


Knocks the stuffing 
out of living it up 


Oh Oh! One of the last resorts at padding the expense 
account is about to disappear. A German taxi meter man- 
ufacturer has come up with a computerized meter which 
will give you a printout of miles travelled in the cab and 
show the fare paid. The receipt is bound to keep you hon- 
est and the meters are already appearing in Canada. 
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